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Amended Schedules

This process shows the steps and screens required for attorneys to file Amended
Schedules requiring a filing fee and those not requiring a filing fee. In this example, we
will illustrate filing amended schedules which require a fee by adding new creditors.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF main menu bar.

(See Figure 1.)
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Figure 1

STEP 2 Click on the Other hyperlink displayed on the BANKRUPTCY

EVENTS screen. (See Figure 2.)
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STEP 3 The CASE NUMBER screen displays. (See Figure 3a.)
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Figure 3a

2 Enter the case number (See Figure 3b.)
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STEP 4

*
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&] # Internet

Figure 3b

Click [Next] to continue.

The following screen displays. (See Figure 4a.)
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Figure 4a

Verify the case number and case name.
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STEP 5

If the case number and name do not match your document, click
the browser [Back] button to try again. You may use the browser
[Back] button at any time during this process to verify former
screens until the final submission.

Select Amended Schedules (Fee) OR Amended Schedules No
Fee Required.

NOTE: If you are amending the Matrix, select Amended
Schedules (Fee). You will be given the opportunity to include in
docket text the Amended Matrix.

In this lesson, the debtors’ attorney is amending Schedules D, E

and F and the mailing matrix to include the newly-added creditors.
Amended Schedules (Fee) is selected. (See Figure 4b.)
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Figure 4b

Click [Next] to continue.

The Joint Filing With Other Attorneys screen displays. (See
Figure 5.)

WVN - Attorney Training Materials October 2006



CM/ECF Attorney Training Material Amended Schedules - Page 5

2 Click in the Joint filing with other attorney(s) box only if this is a
joint filing to add any additional attorneys.
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Figure 5

2 Click [Next] to continue.

STEP 6 The Select the Party screen displays. (See Figure 6a.) All
participating parties in the case will appear on this list.
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2 Click to highlight the name of the debtor(s). If the petition is a
joint petition, after selecting one of the debtors, hold down the
Ctrl key to select the joint debtor. (See Figure 6b.)
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Figure 6b

L 2 Click [Next] to continue.

STEP 7 The Summary of Schedules screen displays. It is important to
reflect changes of any dollar amounts on this screen with the
filing of amended schedules. Edit the white text boxes as
appropriate.

Note: Do not use commas when entering these figures.
(See Figure 7.) An Amended Summary of Schedules

is required with every amendment including an amended
matrix.
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STEP 8
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Repost the totals from Schedules 4, B, D, E, F, 1, |, Form 22, and Nondischargeable Debt in the botes provided.

NAME OF SCHEDULEFORM ASSETS LIABILITIES OTHER

Real Property 100000.00

Personal Property

Creditors Holding Unsecured Priority Claims

e
B-
D - Creditors Holding Secured Claims
ER
F- 15000.00

Creditors Holding Unsecured Nonpriority Claims
Average Income (from Schedule I, Line 16)

Average Expenses (from Schedule T, Line 18)
Current Monthly Income 00
(from Form 22A Line 12; OR, Form 22B Line 11, OR, Form 22C Line 20)

TOTAL Type of Liability from

Form 6, Statistical Sunarnary

(Generally Nondischargeable Debt - 28 USC 159)

Total Dischargeable Debt (Computed)

Note: Not computed when any value above for D, E, F, o

nondischargeable debt is not known.

® Ircernet

&

Figure 7

Click [Next] to continue.

The PDF DOCUMENT SELECTION screen displays. (See Figure
8a.)
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Figure 8a
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filename of the objection you are filing.

To associate the image document with this entry, select the PDF

Click [Browse]. In the File Upload screen change Files
of type: to All files(*.*) then navigate to the directory
where the appropriate PDF file is located and select it with

your mouse.

To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your

mouse and select Open.

This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the

document is correct.

Close or minimize the Adobe application and if that is the
correct file, click [Open] on the File Upload dialogue box.

The PDF DOCUMENT SELECTION screen appears with the path

and PDF document in the Filename box. (See Figure 8b.)
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&

Figure 8b
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* The Attachments to Document option defaults to No. You will
have an attachment to this document; click the Yes radio button to
indicate there are attachments. (Refer to module: Attaching a
PDF File for Filing (Proposed Orders, Exhibits) for more
information.)

NOTE: As in this lesson, if you are adding creditors, you must
include an attachment captioned Newly-Added Creditors which
details the names and addresses of the newly-added creditors. If
you are modifying creditors already listed, you must include an
attachment captioned Modified Creditors which details the
names and addresses of the modified creditors.

L 2 Click [Next] to continue.

STEP 9 The following screen appears. (See Figure 9a.)
2 TRAINING Database Area - Microsoft Internet Explorer =13
fle Edt Wew Favortes Tools Help [
Qaack L > ﬂ ﬁ , y_-‘sEamh ‘S‘W:,‘:’Favuntes {u 1= f&
Address | ] https:ffect-train,wvnb, uscourts, gov/cgi-binflogin,pl? 10765966907 7422-L_S565_0-1 v BJco Links >

= =
UE F Bankruptcy  + Adversary + Query + Reports s Utilities s Logout o

Miscellaneous:

3:05-blk-00061 Toseph Wayne Sample and Sarah Lynn Sample
Type bk Chapter: 13 v Office: 3 MMartmsburg)
Assets y Case Flag: PREREFORM ACT

Amended Summary of Schedules and Statistical Swnmary of Certam Liabilities (Form6) Required for All Amendments

Filing Amended Smnmary of Schedules and Statistical Summary of Certain Liabilities Separately, Flease Use Amended
Schedules No Fee Required.

emember, Adding Creditors Incurs a Fee

& B Internet
Figure 9a
¢ Note: When filing any Amended Schedules, it is now required to

also include an Amended Summary of Schedules and
Statistical Summary of Certain Liabilities.

¢ Click [Next] to continue.
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STEP 10 The following screen appears. (See Figure 10a.)

2 TRAINING Database Area - Microsoft Internet Explorer

Fie Edit Wisw Favorites Tools Help
Qe - () %] B @0 Osearch SipFavories £ -
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I EE F Bankruptcy - Adversary - Query - Reports . Utiities + Logout
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3:05-bk-00061 Joseph Wayne Sample and Sarah Lynn Sample
Type: ble Chapter: 13w Office: 3 (Martinsburg)
Assets:y Case Flag PRE REFORM ACT
Add Creditor(s)
Name may be 50 characters. Address may be 5 lings, 40 characiers each.
More than one creditor may be entered. Separate creditors with a blank lins,
Name and Address
Creditor type | Creditor >
Creditor committee & No O Yes
-
&) ® Internet

Figure 10a

¢ At this screen, you have the option to enter all new creditors and
corresponding addresses that you are amending. These will
automatically be uploaded to the creditor matrix. (See Figure 10b.)
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Eile Edit View Favorltes Tools  Help
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Miscellaneous:

3:05-bk-00061 Joseph Wayne Sample and Sarah Lynn Sample

Type: bk Chapter: 13 v Office: 3 (Martinsburg)
Aissets: g Case Flag: PRE REFORM ACT

Add Creditor(s)
Nz may be 50 characters. Address may be 5 lines, 40 characters eackh.
More than one creditor may be entered. Separate creditors with a blank line.

Weshanco Bank

Name and Address |1 Bank Plaza
Wheeling, WY 26003

Creditor type | Creditar -
Creditor committee & No O Yes

~| B o Lk 2

utilities  +  Logout

&

& Internet

Figure 10b

¢ Click [Next] to continue.
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STEP 11

STEP 12

The Receipt # screen displays. (See Figure 11.)

3 TRAINING Database Area - Microsoft Internet Explorer,

s <l Pavori 2y
Search 7 Favarites §2)

Bankruptcy

Adversary

. Query + Reports -

Miscellaneous:
3:05-bk-00061 Joseph Wayne Sample and Sarah Lynn Sample

Type: bl Chapter 13 v
Assets y Case Flag: PRE REFORM ACT

Office: 3 (Martinsburg)

[LEAVE THE RECEIPT NUMBER BLANE IF YOU WILL BE PAYING VIA THE INTERNET!

Receipt # Fee: $26

(With Certificate of Service? y orn:

&) Done

utilities  «

4 Internet

Figure 11

Leave the Receipt # field blank if paying by the internet.

Enter y or n if certificate of service is being filed with said

amendment.

Click [Next] to continue.

The Docket Text:
This screen will allow additional text to be added if

Modify as Appropriate screen will display.

applicable.

(See Figure 12a.) You may want to include Amended Matrix if

applicable.
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2 TRAINING Database Area - Microsoft Internet Explorer

Eile Edit Wiew Favorites Tools  Help "

Q= - © - ¥ A @ ) search ' Favariies

Address | ] https: fiecf-train.wvnb.Uscourts. gov/egi-bin/login. plP 56 7868320894538-L_565_0-1 ~| Go | Links
I EE F Bankruptcy +  Adversary + Query - Reports « Utilities « Logout

Miscellaneous:

3:05-bk-00061 JToseph Wayne Sample and Sarah Lynn Sample

Type: bk Chapter: 13 v Office: 3 (Martinsburg)

Asgets:y Case Flag. PRE REFORM ACT

Docket Text: Modify as Appropriate.

~| Amended Schedules Fee Amount $26. with Certificate of Service Filed by
Attorneyl0 WVINB on behalf of Joseph Wayne Sample , Sarah Lynn Sample . (WVINB,
Attorney10)

&) 4 Internet

Figure 12a

¢ Click [Next] to continue.

STEP 13 The FINAL DOCKET TEXT screen appears. (See Figure 13.)

2l TRAINING Database Area - Microsoft Internet Explorer

Ele Edit View Favorites Tools Help A

Qo - @ [¥] B 0 PO st Slpraeie € - = 33

Address | ] httpsiflecf-train.wvnb.uscourts gow/cgi-binflogin. plPS678653206594536-L_S65_0-1 ~| Go | Links *
gE F Bankruptcy -  Adversary + Query + Reports -« Utiities - Logout

Miscellaneous:

2:05-bk-00061 Joseph Wayne Sample and Sarah Lynn Sample

Type: ble Chapter. 13 v Office: 3 (Martinsburg)

Assetsy Case Flag: PRE EEFOEI ACT

Docket Text: Final Text

Amended Schedules Fee Amount $26. with Certificate of Service Filed by
Attorney10 WVNB on behalf of Joseph Wayne Sample, Sarah Lynn Sample.
{(WVNB, Attorney10)

Attention!! Submitting this screen commits this fransaction. You will have no further
o modify this submission if you continue.

&] pone 4 Internet

Figure 13
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*

NOTE:

STEP 14

L 2

Proof this screen carefully! No further editing in the case opening
process is allowed after this screen. If Docket Text is correct, click
[Next].

If any part of it is incorrect, click the browser [Back] button to
return to the screen you need to correct. Then process the
screens again with the respective [Next] or [Submit] buttons.

To abort or restart the transaction at any time up until the
final docket text screen, click the Bankruptcy hyperlink on
the Menu Bar.

The NOTICE OF ELECTRONIC FILING screen appears.

The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
this is now an official court document. (See Figure 14.)

The case number is a hyperlink to the docket sheet and the
document number is a hyperlink to the PDF document image.

To print a copy of this notice, click the browser [Print] icon.

To save a copy of this notice, click [File] on the browser menu bar
and select Save Frame As.

Further access to the Notice of Electronic Filing is available
though the electronic docket report. When this option is selected,
a bullet appears next to the document number of the event on the
docket report. Clicking on this bullet will display a copy of this
notice.

When a copy of the Notice of Electronic Filing is mailed to each
subscriber on the case, the following message will display at the
top:

**NOTE TO PUBLIC ACCESS USERS***

You may view the filed documents once without charge. To avoid
later charges, download a copy of each document during this first
viewing.
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| 3 TRAINING Database Area - Microsoft Internet Explorer, E]
Fle Edt View Favorites Tools Help o
Qo= - @ ¥ B @ Oseech Spraons @) -2 B

joaes @ p— o

v[BYeo ks

Adversary Query Reports Logout

Miscellaneous: a8

3:05-bk-00061 Joseph Wayne Sample and Sarah L Sample
Type: bk Chapter: 13 v Office: 3 Martinsburg)
Aosetsy Case Flag: PRE REFORM ACT

U.S. Bankruptey Court
Northern District of West Virginia

INotice of Electronic Filing

The following transastion was received fom WVIEB, Attorney 10 entered on 10/27/2006 at 249 PM EDT and fled on 10/27/2006

Case Name: Joseph Wayne Sample and Sarah Lynn Sample

Case Number:  3:05-bk-00051

Document Number: ¢

Docket Text:

mended Schedules Receipt Mumber CC, Fee Amount $26. with Certificate of Service Filed by Attorney10 WVIB on behalf of Joseph Wayne Sample, Sarah Lynn
Sample. (WVIB, Attorney10)

The following d: ) are ted with this

IDocument description:Mzin Document
Original filename:H\CLERKS\02-156def pdf
[Ele ctronic document Stamp:

[STAMP bicecfStamp_ID=988911880 [Date=10/27/2006] [File Mumber=21285-0]
& =

Figure 14

WVN - Attorney Training Materials October 2006



	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8
	Page 9
	Page 10
	Page 11
	Page 12
	Page 13
	Page 14

